
 

FILING A CLAIM 

 

 
 

 

Before logging in to CM/ECF to electronically file a claim, make sure you have prepared and signed a proof of 
claim using the most recent version of the Proof of Claim - Official Form B10.  Attach any necessary 
documentation and scan the document, saving it as a PDF file.  Make sure you have redacted (masked or 
deleted) any protected information such as names of minors, birth dates, portions of Social Security and 
financial account numbers, and confidential health care information.  See the instructions on the form.  

 After logging in, select File Claims under the Bankruptcy Events … Claims menu.   

 

 On the next screen, enter the case number.  You do not need to enter the name or type of creditor.  
Click the Next button. 

 

 

 
CM/ECF 4.1     Filing a Claim  (7/2011) Page 1 of 6



 
 The next screen will allow you to select the name of the creditor.  Click on the arrow on the right side 

of the field showing (select a creditor). 
 

 

 

 If your name and address is not listed, click Add Creditor below the selection box, then click the Next 
button.   
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 On the next screen, enter the name and address and click the Next button to continue.  The entry will 
be added to the selection list. 
 

 
 
 

 Select a creditor name and address from the list.  A pop-up window will confirm the selection.  Click 
the Yes button if the correct creditor has been selected. 
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 You will need the following information from the proof of claim form:  Amount Claimed (from the 
Amount of Claim as of Date Case Filed in box 1.), and any amounts that are Secured or Priority (as 
shown in boxes 4. and 5.).  Any unsecured amount is included in the total amount being claimed.  
(Explanations of the terms secured, unsecured, and priority are found in the instructions on the reverse 
side of the claim form.) 
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 In the example below, the creditor is asserting that $15,000 is owed by the debtor and that, of that 
total amount, $12,000 is secured.  If you wish, you may enter additional comments in the fields marked 
Description and Remarks.  For example, you might note:  “Lawsuit pending – dollar amount of claim to 
be determined.” 

 

 After clicking the Next button, you will be prompted to attach the PDF file containing an image of the 
proof of claim.  Clicking the Browse button will open a pop-up window where you can select the PDF.  
Make sure you open it first to confirm that the PDF is the correct image, and that it is complete and 
readable.   You may attach additional PDFs by clicking on the radio button Yes for Attachments to 
Document.  Click the Next button when done. 
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 Clicking the Next button on the previous screen will submit the claim to the court.  A final screen will 
appear with the claim number as well as case and creditor information.  It will also show the name of 
the filer and the date and time of filing.  This Notice of Electric Claims Filing will be sent by email to 
parties in the case who are registered to receive electronic notice. 
 

 

 

 If you have questions or need assistance, please call the Help Desk at (808) 522-8100 x 171 between 
8:30 a.m. and 3:30 p.m. on days when the court is open, or send an email to 
helpdesk@hib.uscourts.gov. 
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